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These  instructions  are  for  students  registered  with  the  Alberta  Distance  Learning  Centre. 


INSTRUCTIONS  FOR  SUBMITTING 
THIS  DISTANCE  LEARNING  RESPONSE  BOOKLET 

When  you  are  registering  for  distance  learning  courses,  you  are  expected  to  submit  Response  Booklets 
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• Are  all  the  assignments  completed?  If  not,  explain  why. 

• Has  your  work  been  reread  to  ensure  accuracy  in  spelling  and  details? 

• Is  the  booklet  cover  completed  and  the  correct  course  label  attached? 
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the  appropriate  fax  number. 

2.  All  faxing  costs  are  the  responsibility  of  the  sender. 
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Response  Booklets  may  be  e-mailed  to  the  Alberta  Distance  Learning  Centre.  Contact  your  teacher  for  the 
appropriate  e-mail  address. 
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Advice: 

Your  marks  on  this  unit  will  be  determined  by  your  success  on  the  assignments  in  this  booklet.  Your  an- 
swers indicate  of  your  understanding  of  the  course. 

• Before  attempting  to  answer  the  assigned  questions,  please  be  sure  you  have  read  all  the  relevant 
directions  and  instructions  in  the  course  materials. 

• Proceed  slowly  and  carefully  through  the  assignments. 

• If  you  encounter  difficulties,  review  the  intrstuctions  pertaining  to  the  particular  section. 

• If  you  are  still  having  problems,  please  contact  the  course  teacher  at  the  Alberta  Distance  Learning 
Centre  for  assistance. 

• The  marks  possible  for  each  individual  exercise  is  indicated. 

• Good  luck  in  your  studies! 

Warning: 

• Failure  to  complete  all  questions  and/or  poor  responses  due  to  obvious  lack  of  effort  may  result  in 
your  teacher  returning  the  Response  Booklet  marked  “incomplete”.  No  grading  will  be  awarded  until 
such  exercises  are  completed  to  the  teacher’s  satisfaction. 

• Discussing  various  aspects  of  the  course  with  others  is  encouraged,  but  all  work  submitted  should  be 
your  own. 

• If  the  final  exam  score  is  vastly  different  from  the  assignment  scores,  the  teacher  has  the 
discretion  to  assign  a final  mark  based  solely  on  the  examination  results. 

Our  Pledge  to  You: 

Everyone  at  the  Alberta  Distance  Learning  Centre  is  committed  to  helping  you  achieve  your  educational 
goals.  We  happily  assist  students  who  are  sincere  in  their  desire  to  learn.  We  may  be  reached  by  phone, 
fax,  e-mail,  voice  mail,  postal  mail,  or  in  person. 

Any  journey  consists  of  single  steps;  you  have  taken  another  by  enrolling  in  this  course.  We  want  to  help 
you  successfully  reach  your  destination. 
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You  must  ensure  that  all  required  materials  are  submitted. 
No  marks  can  be  given  for  incomplete  or  missing  work. 
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60 
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Final  Assignment:  What  Have  I 
Accomplished? 
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^ Use  your  Student  Booklet  for  full  explanation  of  instruction  and 

assignments. 

This  Response  Booklet  provides  abbreviated  wording  of 
assignments  and  space  for  your  polished  work. 


Section  1:  Preparation  for  Work 

Journal  1:  Principles  for  Success 
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Assignment  1:  Analyzing  a Poem 

a.  Did  you  “get  the  picture”  of  Flick’s  situation?  Label  the  features  on  the  map  as 
you  read  the  poem. 


Flick’s  Past: 

b.  Which  of  the  five  career  messages  did  Flick  likely  accept  during  his  high  school 
years?  Explain  how  the  details  given  in  the  poem  support  the  career  messages 
you  have  identified. 
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c. 


Which  of  the  five  career  messages  did  Flick  likely  ignore  during  his  high  school 
years?  Explain  reasons  for  your  choices. 


Flick’s  Present: 

d.  Which  of  the  five  career  messages  does  Flick  likely  accept  now?  Explain  how  the 
details  given  in  the  poem  support  the  career  message(s)  you  have  chosen. 


e.  Which  of  the  five  career  messages  does  Flick  likely  ignore  now?  Explain  reasons 
for  your  choices. 
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Flick’s  Future: 


f.  Write  the  paragraph  Flick  will  submit. 
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Assignment  2:  Imagery 

1 . In  stanza  5,  Flick  “plays  pinball”.  How  is  Flick’s  life  like  a pinball  game?  (If  you 
are  unfamiliar  with  pinball , think  of  modem,  electronic  games  in  the  arcades.) 


2.  Choose  another  image  from  the  poem  and  show  how  it  relates  to  some  aspect  of 
Flick’s  hfe. 
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Journal  2:  Vision  of  My  Future 
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Section  2:  Look  to  the  Future 


A.  What  do  I like  to  do? 


Tasks  I like 

Possible  Jobs  or  Careers 

Playing  computer  games 

• computer  repair 

• computer  programming 

• animation 

• game  design,  creation,  evaluation 
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B.  What  do  I care  about  most? 


Check  Yes  (Y),  No  (N),  or  Sometimes  (S)  for  each  statement. 


Values 

Statements 

y 

N 

s 

1 

Security 

I want  a steady  job  with  a steady  paycheque. 

2 

Variety 

I need  work  with  activities  that  frequently  change. 

3 

Creativity 

I like  to  work  where  people  are  encouraged  to  suggest 
new  ideas. 

4 

Independence 

I prefer  to  work  with  little  or  no  supervision. 

5 

Status 

I want  others  to  look  up  to  me. 

6 

Empowerment 

I enjoy  helping  others  to  accomplish  tasks. 

7 

Money 

Being  well  paid  is  one  of  my  top  concerns. 

8 

Location 

My  location  is  very  important  to  me. 

9 

Commitment 

I want  to  feel  committed  to  my  work. 

10 

Problem  Solving 

I like  to  solve  problems. 

11 

Technology 

I am  very  interested  in  new  equipment  and 
technologies. 

12 

Fun 

I need  to  enjoy  what  I do. 

13 

Teamwork 

I enjoy  working  as  part  of  a team. 

14 

Excitement 

I need  stimulating  or  exciting  work. 

15 

Precision 

Attention  to  detail  is  important  to  me. 

16 

Structure 

I like  to  work  in  an  organized  way. 

17 

Knowledge 

I like  understanding  information  and  facts. 

18 

Peacefulness 

I prefer  to  avoid  pressure  or  stress. 

19 

Expertise 

I want  to  develop  specialized  knowledge  or  skills. 

20 

Fami  ly 

I enjoy  working  with  members  of  my  own  family. 

21 

Health 

Having  a healthy  body  and  mind  is  important  to  me. 

Which  of  these  values  do  you  rate  as  your  strongest?  (You  may  have  several, 
but  please  identify  six.) 
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C.  What  makes  me  get  up  and  go? 


Check  the  motivators  that  apply  to  you  now. 


□ 

Achievement 

(feeling  you  have 

□ 

accomplished  something) 

□ 

□ 

Honesty 

(feeling  you  have  done 

the  fair  and  truthful  thing) 

□ 

□ 

Moral  Fulfillmenf 

; (being  true  to  your  values) 

□ 

Advancement 

(achieving  your  goals) 

□ 

□ 

Independence 

(being  on  your  own) 

□ 

Pleasure 

(enjoying  life) 

□ 

□ 

Challenge 

(overcoming  obstacles) 

□ 

Integrity 

(doing  the  right  thing) 

□ 

□ 

Power 

(influencing  others) 

□ 

□ 

Change 

(seeking  new  experiences) 

□ 

□ 

Variety 

(doing  different  tasks) 

□ 

Involvement 

(participating  in 

□ 

community,  family,  work) 

□ 

□ 

Public  Contact 

(working  with  the  public) 

□ 

□ 

Tranquility 

(having  a peaceful 

□ 

environment) 

□ 

□ 

Recognition 

(being  known  for  what 

you  do) 

□ 

Cooperation 

(being  part  of  a team) 

Knowledge 

(learning  and  knowing 
more) 

Creativity 

(being  artistic  or  being 
innovative) 

Leadership 

(being  the  one  who  offers 
direction) 

Self-respect 

(feeling  good  about 
yourself) 

Family 

(valuing  your  family) 

Happiness 

(feeling  good) 

Loyalty 

(benefiting  your 
organization  or  company) 

Friendship 

(valuing  your  friends) 

Money 

(having  money) 

Supervision 

(overseeing  others) 

Health 

Personal 

(being  in  good  health) 

Development 

(acquiring  new  skills) 

Flexibility 

(being  able  to  do  what  you 
want  when  you  want) 

Choose  ^ that  you  think  apply  to  you  today. 


P0602 


14 


Unit  3:  Preparing  lor  Work 


English  20-2  Response  Booklet  3 


D.  What  am  I good  at  doing? 


Categories  of 
Skills 

Specific  Skills 

Yes 

1.  Self- 
management 
Skills 

• maintaining 
health 

• adapting 

• risk-taking™ 

• learning 

• building 
relationships 

2.  Communication 
Skills 

• reading 

• writing 

• talking 

• speaking  in 
public 

• listening 

3.  Logical 

Thinking 

• problem 
solving 

• investigating 

• assessing 

• analyzing 

• testing 

4.  Numerical 

Skills 

• counting 

• calculating 

• measuring 

• estimating 

• budgeting 

5.  Leadership 
Skills 

• making 
decisions 

• supervising 

• initiating 

• planning 

• organizing 

• coaching 

Categories  of 
Skills 

Specific  Skills 

Yes 

6.  Sense 
Awareness 
Skills 

• using  sound, 
colour,  and 
shape 

discrimination 

• using  depth 

perception 

/.Helping  Skills 

• serving 

• enjoying 
people 

• cooperating 

• facilitating 

• counselling 

8.  Organization 
Skills 

• managing 
information 

• filing 

* scheduling 

• coordinating 

• classitying 

9.  Creative  and 
Innovative 
Skills 

• inventing 

• designing 

• improvising/ 
adapting/ 
experimenting 

• performing 

• drawing 

• writing 

10.  Technical 
Skills 

• using 
computers 

• operating/ 
maintaining 
equipment 

• constructing 

• measuring 

• 

• 
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Assignment  1:  Skills 


a.  Essential  Skills  — Choose  two  of  your  strongest  essential  skills  and  explain 
why  you  think  you  have  each.  Be  sure  to  give  a specific  example  also. 


b.  Transferable  Skills  — Choose  two  of  your  strongest  transferable  skills  and 
explain  why  you  think  you  have  each.  Be  sure  to  give  a specific  example 
also. 
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c.  Work-related  Skills  — Choose  of  your  strongest  work-related  skills  and 

explain  why  you  think  you  have  each.  Be  sure  to  give  a specific  example 
also. 
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Character  Traits 


Check  each  character  trait  and  self-management  skill  that  applies  to  you. 


□ Accurate 

□ Adaptable 

□ Adventurous 

□ Aggressive 

□ Alert 

□ Ambitious 

□ Analytical 

□ Assertive 

□ Calm 

□ Cautious 

□ Cheerful 

□ Clear-thinking 

□ Competitive 

□ Confident 

□ Considerate 

□ Consistent 

□ Cooperative 

□ Courteous 

□ Creative 

□ Curious 

□ Dependable 

□ Determined 

□ Efficient 

Q Enthusiastic 

□ Focussed 

□ Friendly 

□ Hard-working 

□ Helpful 

□ Honest 

□ Humorous 

□ Independent 


□ Inventive 

□ Logical 

□ Loyal 

□ Methodical 

□ Motivated 

□ Open-minded 

□ Optimistic 

□ Organized 

□ Out-going 

□ Persevering 

□ Persuasive 
Q Pleasant 

□ Practical 
Ql  Precise 

□ Punctual 

□ Quiet 

□ Realistic 

□ Reliable 

□ Reserved 

□ Resourceful 

□ Responsible 

□ Sensitive 

□ Sincere 

□ Sociable 

□ Stable 

□ Tactful 

□ Teachable 

□ Thorough 

□ Tolerant 

Q Trust-worthy 
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Assignment  2:  Character  Strengths 

a.  Choose  five  of  your  strongest  character  traits  and  explain  why  you  think  you 
have  each.  Be  sure  to  give  a specific  example  also. 


b.  Create  a summary  on  the  following  page  of  your  assessment  of  your  skills, 
motivators,  strengths,  values,  and  character  traits. 
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My  Values: 

My  Motivators: 

My  Skills: 

My  Character  Traits: 

A Portrait  of 
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E.  What  do  I like  to  do? 


Check  items  that  you  have  enjoyed  doing  or  would  likely  enjoy  if  you  had  a 
chance  to  do  them. 

Activities  Involving  PEOPLE: 

□ helping  persons  solve  a disagreement 

□ working  on  a neighbourhood  project  or  charity  drive 

□ helping  a newcomer  in  the  neighbourhood,  at  school,  or  at  work 

□ working  in  a service  group  or  as  a volunteer 

□ helping  others  with  their  personal  problems 

□ planning  a social  event  for  a community  group,  club,  church,  etc. 

□ supervising  a children’s  team,  club,  field  trip,  etc. 

□ helping  someone  make  an  important  decision 

□ helping  promote  a money-making  event  for  a club,  church  group,  or 
community  organization 

□ helping  to  cheer  up  someone 

□ caring  for  people  (children,  sick,  elders,  etc.) 

□ working  as  a member  of  a team 

Activities  Involving  THINGS: 

G repairing  broken  or  tom  items  (toy,  appliance,  clothing,  etc.) 

□ finishing,  painting,  or  staining  furniture,  crafts,  fences,  etc. 

□ using  plans,  blueprints,  or  patterns 

□ using  hand  or  power  tools  (hammer,  drill,  saw,  mixer,  sewing  machine,  etc.) 

□ taking  apart  an  appliance  or  machine 

□ following  written  instmctions  for  assembling  an  item 

□ helping  to  repair  or  install  electrical  equipment 

□ modifying  a recipe,  plan,  pattern,  machine,  appliance,  or  gadget  to  make  it 
work  better 

□ assembling  or  repairing  something  with  tiny  parts 

□ collecting  and  studying  things  such  as  rocks,  shells,  insects,  stamps,  CDs, 
etc. 

□ making  something  original  (food,  clothing,  song,  shed,  etc.) 

□ caring  for  animals  (pets,  farm  livestock,  etc.) 
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Activities  Involving  IDEAS: 

□ visiting  a museum  (science,  history,  art,  cars,  airplanes,  etc.) 

□ reading  books  or  magazines 

□ researching  the  causes  of  some  conditions  (disease,  war,  relationships, 
behaviour,  etc.) 

□ watching  television  documentaries 

Ul  discussing  the  possibilities  of  the  unknown 

□ reading  reviews  of  books,  music,  plays,  films,  cars,  etc. 

□ talking  with  others  about  theories  (scientific,  religious,  political,  etc.) 

Ql  studying  history  (art,  music,  motorcycle,  hockey,  family,  community,  etc.) 
G reading  technical  or  specialized  magazines 

Q reading  editorials,  letters-to-editor,  and  columns  in  newspapers  and 
magazines 

Q studying  how  something  works  (transistor,  microchip,  light  bulb,  etc.) 

O composing  songs,  music,  poetry,  etc. 

Activities  Involving  INFORMATION: 

Q making  an  inventory  (tools,  food  supplies,  sports  equipment,  etc.) 

Q filing  letters,  bills,  papers  efficiently 

reading  and  understanding  an  insurance  policy 

□ working  as  a salesperson  or  a food  server 

d keeping  records  of  hockey  statistics,  value  of  stocks,  prices  of  items,  etc. 
m turning  a hobby  into  a business  (computer  service,  car  repair,  hair  styling, 
lawn  care,  etc.) 

D balancing  a chequebook 
m recording  gas  usage  and  distance  travelled 

Q managing  the  finances  for  a community  group,  social  club,  church  group, 
etc. 

O bringing  a complaint  to  store  or  restaurant  manager,  government  official, 
principal,  etc. 

Q designing  a record  system  for  family,  group,  or  business  use 
D keeping  accurate  records  of  service  (client,  appliance,  car,  machine,  etc.) 
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Assignment  3:  Preferences 

a.  Construct  a bar  graph  to  indicate  your  results.  (Note  the  sample  in  the 
Student  Booklet.) 


12i 


10 


8 

6 

4 

2 
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b.  What  are  your  preferences? 
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Section  3:  Searching  for  Work 

Assignment  1:  RealSearch 

Your  responses  to  steps  1 to  6 are  to  be  recorded  on  the  RealSearch  Fact  Finder  on 
the  following  pages.  The  rubric  following  the  blank  form  outlines  the  expectations  for 
this  assignment. 

Step  1:  What  occupations  fit  with  my  values,  motivators,  skills,  and  character? 

List  some  possibilities  that  suit  your  interests.  Choose  one  of  these  for  your 

RealSearch. 


Step  2:  What  are  the  duties  of  an  employee  in  your  chosen  job/career? 

Step  3:  What  working  conditions  and  locations  are  typical? 

Step  4:  What  skills,  experience,  character  traits  or  education  does  this  occupation 
require? 

Step  5:  Will  openings  in  this  occupation  be  available  when  I want  to  work? 

Step  6:  What  salary,  vacation  time,  and  opportunities  for  advancement  does  this 
occupation  offer  me? 
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RealSearch  Poet  Finder 

Job/Career: 

Information 

Sources 

Duties 

Working  Conditions  and  Locations 

• 

26 
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Skills,  Character  Traits,  and  Experience 

• 

Education 

Trends  and  Prospects 

• 

Salary,  Vacation  Time,  Opportunities  for  Advancement 

• 

Sources  (Oive  the  title,  publisher,  date,  etc.  or  Internet  location) 

1 

2 

3 
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Expectations  for  a RealSearch  Fact  Finder 


Content 

The  student. . . 

Excellent 

5 

• p resents  detai  led  i nf ormati  on 

* indicatesall  sources 

Satisfactory 

3-4 

• presents  sufficient  information 

• indicatesall  sources 

Limited 

0-2 

• provides  insufficient  information 
and/or 

• fails  to  indicate  all  sources 

Possible 

Received 

5 
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Applying  for  a Job 

Assignment  2:  The  Application  Form 


a.  Choose  an  advertisement  for  part-time  or  summer  employment  from  the 
following  or  from  a newspaper  or  other  source.  Be  sure  to  attach  the  ad  if 
you  are  using  a real  one  from  a newspaper  or  other  source. 

Job/position  applied  for: 

Company: 

Location: 

Attach  the  real  ad  or  indicate  which  of  the  following  ads  was  chosen. 


b.  Assume  you  are  obtaining  the  application  form  from  the  business  in  the  ad 
you  have  chosen.  What  questions  could  you  ask  about  the  workplace  or  the 
job? 
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c.  Complete  the  application  form  neatly  and  completely.  Effective  business 
communication  is  free  of  errors. 


Application  for  Employment 

Name  of  Business: 

Position  Applied  for:  Date: 

Surname:  First  Name: 

Address: 

Phone: 

Date  of  Birth:  / / S.I.N: 

day  month  year 

Do  YOU  want  to  work  full  or  part  time  ? (Give  details! 

Education:  (Circle  last  year  completed)  7 8 9 10  11  12 

Colle^e/Business  School:  1 2 3 4 5 Certificate  or  Degree: 

Other  Training: 

Employment  History:  (in  reverse  chronological  order) 

1 . Emplover:  Position  Held: 

Phone:  Name  of  Supervisor: 

Emploved  from  to  Part  or  Full  Time: 

Reason  for  Leaving: 

Mav  we  contact  this  emplover?  Yes  N o 

2.  Emplover:  Position  Held: 

Phone:  Name  of  Supervisor: 

Emploved  from  to  Part  or  Full  Time: 

Reason  for  Leaving: 

Mav  we  contact  this  emplover?  Yes  No 

3.  Emplover:  Position  Held: 

Phone:  Name  of  Supervisor: 

Emploved  from  to  Part  or  Full  Time : 

Reason  for  Leaving: 

Mav  we  contact  this  emplover?  Yes  No 
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Personal  Information: 

If  vou  are  hired,  do  vou  have  a reliable  means  transportation  to  work? 

Do  you  have  reliable  child  care  Of  applicable!? 

What  is  the  present  condition  of  vour  health? 

Are  vou  bondable?  Yes  No 

How  much  time  have  you  lost  due  to  illness  in  the  last  two  years? 

Have  vour  Emplovment  Insurance  benefits  expired?  Yes  No 

Person  to  be  notified  in  case  of  accident  or  emergency: 

Name:  Phone: 

References:  Give  the  names,  occupations,  and  phone  numbers  of  at  least  2 persons 
who  can  supply  information  pertinent  to  your  job  performance  (excluding  relatives): 

What  else  would  you  like  us  to  know  about  you? 

Thank  you  for  completing  this  application.  We  assure  you  that  your  opportunity  for 
employment  with  us  will  be  based  on  your  merit  and  on  no  other  consideration. 

APPLICANT’S  CERTIFICATION  AND  AGREEMENT: 

I hereby  certify  that  the  information  given  in  this  application  is  true  and  complete  to  the 
best  of  my  knowledge. 

Date:  Signature  of  Applicant: 

302 
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Expectations  for  an  Application  Form 


Content 

The  student. . . 

Satisfactory 

3-5 

• provides  sufficient  information 

* arranges  information  neatly 

Limited 

0-2 

• provides  insufficient  information 

• fai  Is  to  arrange  information  neatly 

Errors  in  spelling  will  result  in  rejection  of  the  application — and  a score  of  0. 


Possible 

Received 

5 
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Assignment  3:  The  Resume 

Create  your  functional  resume  for  the  job  for  which  you  completed  the  application 
form  in  the  previous  activity. 

Attach  your  resume  to  this  Response  Booklet  for  submission.  The  following  rubric 
outlines  the  expectations  for  this  assignment.  Remember  that  effective  business 
communication  is  free  of  errors. 


Content 

The  Student... 

Presentation 

The  student.. 

ExceWenf 

5 

* provides  appropriate 
information  convincingly 

• or  gani  zes  i nf  or  mati  on 
efficiently 

• produces  Q polished  document 

• creates  a document  free  of 
errors  in  mechanics 

• p resents  an  attracti  ve 
document 

Satisfactory 

3»4 

• provides  appropriate 
information 

• organizes  information 
efficiently 

• produces  a somewhat  pol idled 
document 

• creates  a document  almost  free 
of  errors  in  mechanics 

• presents  an  adequate  document 

Limited 

0-2 

• provides  insufficient 
informati  on 

• organizes  information  poorly 

• produces  an  unpol idled 
document 

• creates  a document  with  many 
errors  in  mechanics 

• presents  an  unattractive 
document 

Possible 

Received 

Content 

5 

Presentation 

5 

Total 

10 
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RRSP  - Revision  and  Review  for  Success  and  Payment 

1234  - 56  Avenue 
Mytown,  Alberta  T5N  6M4 

September  1 , 2002 

John  R.  Wrench 
Temper’s  Auto  Repair 
7654  - 98  Avenue 
Yourtown,  Alberta  T9M  IMl 

Dear  Mr.  Wrench: 
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Assignment  4:  The  Cover  Letter 


Write  your  cover  letter  for  the  job  for  which  you  completed  the  application  form  in 
Assignment  2,  Section  3,  page  39-40. 

If  possible,  you  should  type  your  cover  letter  on  blank  paper.  Use  full-block  form. 

Attach  your  cover  letter  to  the  Response  Booklet  for  submission  or  use  the  following 
blank  sheet. 

Remember  that  effective  business  communication  is  free  of  errors. 

Expectations  for  a Cover  Letter 


Content 

The  Student... 

Writing  Skills 

The  student... 

Form 

The  student... 

Excellent 

• provides 
appropriate 
information 
convincingly 

• organi  zes 
information 
efficiently 

• controls  tone 
confidently 
through  deliberate 
choices  of  words 
and  sentences 

• creates  a document 
free  of  errors  in 
mechanics 

* uses  business 
letter  form 
impressively 

* presents  a polished 
document 

Satisfactory 

* provides 
appropriate 
information 

• organi  zes 
information 
efficiently 

• controls  tone 
through  choices  of 
words  and 
sentences 

• creates  a document 
almost  free  of 
errors  in  mechanics 

• uses  business 
letter  form 
accurately 

• presents  an 
attractive 
document 

Limited 

* provides 
insufficient 
information 

• organizes 
information  poorly 

• fails  to  control 
tone  through 
inappropriate 
choices  of  words 
and  sentences 

• creates  a document 
with  many  errors  in 
mechanics 

• uses  business 
letter  form 
inaccurately 

• presents  an 
unattractive 
document 

Possible 

Received 

Content 

4 

Writing  Skills 

3 

Form 

3 

Total 

10 
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Journal  3:  Successful  Interviewing 

Create  a two-part  journal  response: 

a.  What  is  the  cartoonist’s  message  to  you?  Explain  the  message  and  identify 
details  in  the  cartoon  that  suggest  that  message  to  you. 


b.  What  importance  does  that  message  have  to  you?  Explain  how  the  message 
you  identify  ‘matters’  to  you  in  your  experience  now  and/or  in  the  near  future. 
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Assignment  5:  Your  Interview 

a.  Prepare  likely  interview  questions  and  your  answers.  What  ten  questions  do 
you  think  the  interviewer  will  ask  you  and  what  answers  would  you  likely  give? 
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b.  Prepare  your  questions  for  the  interviewer.  What  five  questions  do  you  want 
to  ask  the  interviewer? 
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Assignment  6:  Recording  your  Interview 

Indicate  your  choice  of  activity  for  this  assignment: 


Choice  A or  Choice  B 

Be  careful  to  follow  the  steps,  guidelines,  and  directions  given  in  the  Student  Booklet. 


Expectations  for  a Job  Interview 


Content 

The  student... 

Oral  Delivery 

The  student... 

Excellent 

5 

• selects  si  gni  f i cant  questi  ons 

• p r ovi  des  comp  lete  and 
appropriate  answers 

• responds  to  questions 
completely  and  confidently 

• responds  in  a polite  and 
busi  ness- 1 i ke  manner 

• controls  clarity  and  volume 
effectively 

Satisfactory 

3-4 

• selects  appropriate  questions 

• provides  basic  and  appropriate 
answers 

• responds  to  questions 
adequately 

• responds  politely 

• controls  clarity  and  volume 
adequately 

Limited 

0-2 

* p r ovi  des  i nsuf  f i ci  ent  or 
i nef  f ecti  ve  questi  ons 

• provides  inadequate  answers 

• responds  to  questions 
incompletely  and  hesitantly 

• responds  inappropriately 

• has  difficully  with  clarity  and 
volume 

Possible 

Received 

5 
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Assignment  7:  The  Follow-up  Letter 


Write  a follow-up  letter  for  your  interview  that  you  taped  in  Assignment  6.  Use  full- 
block  business  letter  form.  Remember  that  effective  business  communication  is  free  of 
errors.  Address  it  to  the  personnel  manager  or  the  person  to  whom  you  submitted  the 
application.  Attach  your  letter  or  use  the  following  page. 

Expectations  for  a Follow-up  Letter 


The  student... 

Excellent 

5 

• controls  tone  confidently  through  deliberate  choices  of  words  and 
sentences 

• creates  a document  free  of  errors  in  mechanics 

• uses  business  letter  form  impressively 

Satisfactory 

3-4 

• controls  tone  through  choices  of  words  and  sentences 

• creates  a document  almost  free  of  errors  in  mechanics 

• uses  business  letter  form  accurately 

Limited 

0-2 

• fails  to  control  tone  through  inappropriate  choices  of  words  and 
sentences 

• creates  a document  with  many  errors  in  mechanics 

• uses  business  letter  form  inaccurately 

Possible 

Received 

5 
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Journal  4:  Evaluating  My  Performance 

If  you  were  the  employer,  would  you  hire  you? 
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Career  Portfolio  - A Reminder... 


Value 

5 


Do  not  discard  the  graded  Response  Booklet  for  this  unit.  These  assignments 
MUST  be  included  in  your  Career  Portfolio  due  in  Unit  7. 


Final  Assignment:  What  Have  I Accomplished? 

The  last  assignment  is  to  reflect  on  your  progress  during  this  unit.  Respond  to  the 
following  questions  in  complete  sentences. 

1 .  How  successful  was  I in  following  the  schedule  I set  for  this  unit?  (Refer  to  your 
schedule  constructed  in  Unit  1:  Introduction.) 


2.  How  involved  did  I become  in  these  assignments?  Why? 


3.  What  activities  of  this  unit  would  I change  if  I could?  Explain. 
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4.  What  will  I do  in  the  next  unit  to  improve  the  way  I write  or  what  help  do  I want 
from  my  teacher  to  improve  the  way  I write? 


Expectations  for  Metacognition 


The  student. . . 

Satisfactory 

3-5 

• shows  evidence  of  logical  thinking 

• writes  detailed  and  complete  responses 

Limited 

0-2 

• shows  little  evidence  of  logical  thinking 

• writes  inappropriate  and/or  incomplete 
responses 

Possible 

Received 

5 

You  are  ready  to  celebrate  your  achievements,  and  send  your  work  for  grading.  You 
can  proceed  to  Unit  4:  Understanding  and  Accepting  Differences. 
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